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PREFACE 
 

The Department of Housing & Community Development, Construction 
Management Unit, is pleased to make this April 2013 edition of the 
CONSTRUCTION HANDBOOK available to you. The April 2013 edition represents 
recent efforts to introduce advances in technology and communications while 
maintaining the work by many individuals going back to 1980 when DHCD 
introduced the first edition of the CONSTRUCTION HANDBOOK. 

 
Now, as then, the purpose of the CONSTRUCTION HANDBOOK is to make the 
construction phase of DHCD-funded modernization and new construction projects 
as problem-free as possible. We have done this by clearly setting out the 
procedures to be followed, the forms to be used, and the responsibilities of the 
participants. 

 
For those that have used a previous edition(s) of the CONSTRUCTION HANDBOOK, 
you will find that we have made several changes to the text and now all of the forms 
are now available on our web site www.mass.gov/hed/housing/ph-
mod/construction-handbook-with-forms.html . These changes were made to keep 
the CONSTRUCTION HANDBOOK current with the present requirements for state-
aided construction and to reduce the amount of paperwork required, particularly 
in the close-out portion of the work. We urge you to leave your previous edition 
on the shelf and to rely on this new edition to see you through your next 
construction project. 
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A word about smaller projects… 
 

 
 

The Construction Handbook was first written in 1981, when the vast majority of projects were large, new 
developments. The current environment consists of more numerous but smaller projects (particularly 
those under $25,000).  Considering this, many of the topics included in the Construction Handbook will not 
be relevant to these smaller projects. But the basic concepts, such as procuring a contractor and executing 
a proper contract, as well as the basic construction administration principles, such as issuing a Notice to 
Proceed, having weekly job meetings, conducting inspections and processing of submittals, payment and 
change orders, are still important, and the LHA is responsible for insuring that they occur.  

 
We therefor encourage LHAs to use the Handbook as a guide, keeping in mind that often the services of a 
Designer will not be used and that the normal DHCD approvals are not required for any of the steps in 
designing and constructing of projects under $25,000. We encourage LHAs to also review the DHCD Small 
Projects Guide available on the DHCD website. 
 

 

http://www.mass.gov/hed/docs/dhcd/ph/small-projects/dhcdsmallprojectsguide.pdf
http://www.mass.gov/hed/docs/dhcd/ph/small-projects/dhcdsmallprojectsguide.pdf
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ACCEPTING THE PROJECT 

 
According to the Contract Documents, the project is considered “substantially 
complete” when “the Owner can occupy or utilize the work for the use for which 
it is intended.” Typically, a project is not considered substantially complete if 
there are any outstanding deficiencies which could create a significant nuisance 
or could be a threat to the safety of the residents. 

CONTRACTOR’S PUNCH LIST:  As the project nears completion the Contractor makes 
sure that all unfinished or defective items are promptly completed. As part of this 
effort, the Contractor prepares a punch list which is a detailed list of deficiencies 
that require correction or completion before the project can be considered 
complete. The Contractor distributes this punch list to the sub-contractors and 
directs them to immediately correct all deficiencies on the list. The Contractor 
should also send a copy to the Designer 

DESIGNER’S SAMPLE UNIT PUNCH LIST:   The Designer may prepare a preliminary 
punch list for a sample apartment, to establish the standard of acceptability for 
the remainder of the project. 

MANAGEMENT AND MAINTENANCE IMPLICATIONS:  As the project nears completion or 
as modernization work is completed in occupied units, the LHA maintenance staff 
should become familiar with the completed work. The staff should schedule visits 
with the project representative and the Contractor at times that will not hinder the 
progress of the work. For new construction projects, the LHA should contact the 
DHCD asset manager to discuss the operating budget and to coordinate furnishings.  

CAPITAL PLANNING SYSTEM (CPS) INVENTORY COMPONENT VERIFICATION FORM:   An excel 
spread sheet with a list of the capital building components related to the project 
building(s) will be delivered to the LHA and Designer with the Low Bid Approval 
Letter. The CPS Form MUST be completed on or before Substantial Completion 
by the LHA or Designer. This task is referred to in the Designer’s Work Order, 
Scope of Services, or Request for Services as the “Update of Capital Inventory for 
the Capital Planning System Phase.”   If the LHA has opted to exclude this task 
from the Designer’s scope of work, then the LHA must complete this task.  Once 
the CPS Inventory Component Verification form is completed, it must be 
submitted electronically as an excel spread sheet in conjunction with the 
Certificate of Substantial Completion (CSC).  

NOTIFICATION OF INSPECTION:  When the Contractor considers the project 
substantially complete, he notifies the Designer in writing and requests an 
inspection. The Designer checks with the engineers, the project representative, 
and the DHCD construction advisor, to determine if they think the project is ready 
for inspection. 

If the Designer agrees with the Contractor that the project is ready for inspection, 
the Designer and the Contractor schedule the inspection within five days. The 
Designer notifies the engineers and the LHA contract officer to confirm their 
attendance at the inspection.

4  
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If the Designer thinks the project is not ready for inspection, she writes to the 
Contractor advising him of the deficiencies that must be corrected before an 
inspection can take place.  

On modernization projects the official substantial completion will not occur until 
all of the work is complete in all of the units 

THE SUBSTANTIAL COMPLETION INSPECTION:  During this inspection, the Designer, 
engineers, project representative, and LHA contract officer must check every 
aspect of the project thoroughly. The Designer and engineers prepare their punch 
lists, which are typed by the Designer and distributed to the Contractor, the DHCD 
construction advisor, and the LHA contract officer. 

CORRECTIVE WORK: The Contractor begins his corrective work and distributes 
the punch list to the affected subcontractors and directs them to begin their 
corrective work. Although the Designer should make every effort to include all 
deficiencies in the punch list, the Contractor is still ultimately responsible for 
correcting any deficient items, even if they are not included in this list.  On 
modernization projects, it is beneficial to complete corrective work before other 
new work proceeds to far. This may reduce the need for future corrective work 
and speed the final completion process 

Once the Designer has determined that there are no deficiencies that would 
prevent use or occupancy of the project, she prepares one copy of the Certificate 
of Substantial Completion. This is the legal document stating the date that the 
LHA accepts the project and that the work, with the exception of the punch list 
items, is substantially complete. 

SIGN THE CERTIFICATE: The Certificate is signed by the Designer, the 
Contractor, and emailed to the LHA for board approval. The LHA then e- mails, 
the LHA board approved certificate to the DHCD construction advisor along with 
a copy of the punch list. The construction advisor will then forward the 
certificate to the DHCD Construction Management Unit for final review and 
approval. DHCD reviews the Certificate and e-mails a copy of the signed and 
approved the Certificate to the LHA. 

UTILITIES AND KEYS:   For new construction projects, the Contractor, with 
concurrence of the Designer and the LHA, contacts the utility companies to have 
the utility meters read. The Designer should be sure that all the keys for the 
project have been properly tagged and turned over to the LHA contract officer. 

LHA ASSUMES RESPONSIBILITY FOR THE PROJECT:   At exactly twelve noon on the date 
established by the Certificate of Substantial Completion, the LHA assumes 
responsibility for the project including normal maintenance.. All guarantees and 
warranties take effect at this time, and usually, the Designer terminates the 
services of the project representative. 

CERTIFICATE OF 
SUBSTANTIAL 
COMPLETION 

See Appendix C-27 for the 
Certificate of Substantial 

Completion 

 
All Appendix forms are 
available on the DHCD 

webpage 
www.mass.gov/hed/housing/p

h-mod/construction-
handbook-with-forms.html 
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SCHEDULING UNFINISHED ITEMS:   Some projects reach substantial completion in the 
winter and so the Contractor cannot complete outdoor items like landscaping. In 
such circumstances, the Contractor should prepare a schedule for finishing major 
incomplete items. Often projects can be used or occupied in spite of some 
incomplete items, but this situation should be temporary. The Designer and the 
DHCD construction advisor can advise the LHA about what level of 
incompleteness is acceptable and unavoidable. 

DHCD insures all state-aided housing developments under a blanket property 
insurance policy and a blanket comprehensive liability insurance policy. When a 
new construction project approaches substantial completion, the LHA should 
contact the DHCD housing management specialist @ 617 573-1225. 

 

CONSTRUCTION CLOSEOUT PROCEDURES 

 
After substantial completion, work still remains to be done by the Contractor, the 
Designer, and the LHA. 

 The Contractor completes the punchlist items. 

 The Designer inspects and approves the punchlist items when they have 
been completed. 

 The LHA continues to process payment requests in a timely fashion and, at 
the appropriate releases the five percent retainage to the Contractor. 

This process is often referred to as construction project closeout. 

The closeout process which is described in detail in this step is also set forth in the 
following timetable. This timetable is not meant as a replacement for the text, 
but should be  used as a guide. If you have questions about a particular procedure, 
consult the text which deals with that procedure. 

The dates will vary somewhat from project to project, except when the time frame 
is governed by statute or by contract. 
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Completion Timetable 
 
 

Day 0 Date established by Certificate of Substantial Completion. 

Day 30 Evaluation Forms: The LHA and the DHCD construction advisor 
complete the Contractor Evaluation Form and send it to Division of 
Capital Asset Management and Maintenance (DCAMM) and a copy to 
DHCD. The LHA completes the Designer Evaluation Form and sends it 
to DHCD. 

Day 45 Inspection: The LHA, the Designer, the DHCD construction advisor, 
and the Contractor inspect all work. The Designer recommends and 
begins processing either a Partial Release of Retainage or a Certificate of 
Final Completion. 

Day 50 Application for Payment: The Contractor submits an Application 
for Payment to release some or all of the retainage. 

Day 65 Payment of Retainage:  The LHA releases either partial retainage or full 
retainage, depending on the form submitted NOTE: This date is 
established by statute (M.G.L. Chapter 30 §39K). 

Day 90 Outstanding Items: For jobs with a Partial Release of Retainage, the 
LHA informs the Contractor by certified letter of all outstanding items 
needing resolution. 

Day 120  Notification: For jobs with a Partial Release of Retainage the LHA 
notifies the Contractor by certified mail that he has 7 days to correct 
any remaining outstanding items. 

Day 127  Deadline and Final Payment: Deadline for Contractor to correct 
outstanding items. (Seven days after certified notice.) LHA processes 
the Certificate of Final Completion and final payment. 

Day 270  Warranty Inspection: The Designer, the LHA, conduct the nine month 
warranty inspection. The Designer sends a report of this inspection to 
the Contractor, who corrects any defective items. 

Day 365  Warranty Expiration: One-year warranty period expires. The LHA 
notifies DHCD and the bonding company if the Contractor has not 
agreed to correct or has not corrected warranty items. NOTE: This date 
is established by the Contract Documents. 

Years 1-10 Report Failures: The LHA identifies guarantee and other problems 
and notifies the Contractor and Guarantor and reports any failures to 
correct problems to the DHCD construction advisor.

Completion Timetable 
 

http://www.mass.gov/dhcd
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OPERATING MANUALS: As the project nears completion, the Contractor obtains two 
sets of all operating and maintenance instructions or manuals that are required in 
the specifications. The Contractor collates these into two volumes and submits 
them to the Designer for approval. Once the Designer determines that the 
documentation is complete, the contractor sends both volumes to the LHA for use 
by the maintenance staff. The Designer notes any manuals outstanding as of the 
date of substantial completion on the punch list. 

MAINTENANCE INSTRUCTION:  The Contract Documents may require that the 
Contractor and subcontractors instruct the LHA’s maintenance personnel and the 
service vendor, if applicable, in the proper use and maintenance of the mechanical 
systems and other equipment. If such instruction is required, the Contractor should 
schedule training so that the service vendor, if applicable, and the maximum 
number of maintenance personnel can attend. The person giving the instruction 
should be qualified to do so. 

When the training has taken place, the Contractor should prepare a Certificate of 
Compliance stating that the LHA’s staff and service vendors have been properly 
instructed in the use of the equipment. The LHA contract officer should sign this 
Certificate indicating that training has been adequate. 

REPLACEMENT PARTS OR MATERIALS:  The Contract Documents may also require the 
Contractor to provide certain spare parts or replacement materials to the LHA. 
Each time the Contractor delivers a part, he should get a receipt and the LHA should 
send a copy of the receipt to the project representative for the permanent file. 
These parts are not to be used to replace or repair items on the punch list. 

RECORD DRAWINGS:   As the project nears completion, the Contractor must submit 
all the as-built drawings, including those of the subcontractors, to the Designer. 
These as-built drawings become the basis of the record drawings. The Designer 
transfers this information plus information gained from the project 
representative’s records to a set of Record Drawings. Each sheet must be labeled 
“Record Drawing” and dated. Upon completion, the Designer makes one set (two 
sets, if requested by the LHA of blackline prints and one copy of an electronically 
formatted file. As-built drawings outstanding at the time of substantial 
completion will be included on the punchlist. 

The Designer sends the blackline prints, and electronic forms to the LHA who 
keeps the copies in their files. The Designer should also forward an electronic 
copy to DHCD’s archive vendor for entry into its archive files. It is very important 
that the LHA keep the blackline prints and electronic files where staff or 
consultants have access to the information on the drawings.

FINAL COMPLETION 
DOCUMENTS 

PREPARATION FOR 
MAINTENANCE 
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PERMANENT PROJECT FILE:  In addition to the record drawings, the LHA should 
maintain a permanent file of the following: 

 The project representative’s files, including shop drawings, submittals, 
daily reports, Designer’s reports, correspondence, progress photographs, 
change orders, supplemental instructions, test reports, and applications 
for payment, including documentation for payments for stored materials; 

 Written guarantees for materials or equipment, operating manuals, and 
maintenance instructions; and 

 The LHA’s own files, including change orders, applications for payment, 
correspondence, completion papers, occupancy permit, Designer’s 
invoices, and all other receipts and records of payments made in 
connection with the project. 

RECORD KEEPING:    M.G.L. Chapter 30, Section 39R, which governs record keeping 
for all public construction work, requires that the Contractor maintain all books, 
records, and accounts for the project for at least six years after final payment. 
These records must be kept in “reasonable detail” and must accurately and fairly 
reflect the transactions of the Contractor relating to the project. 

The following material describes the several steps required to close out a project. 
Some of these steps are quite simple; others are more complex. Some have 
statutory deadlines that determine when they must be completed; others have 
deadlines derived from DHCD’s cumulative experience. Taken altogether, they 
can be daunting to the uninitiated. Therefore, in addition to describing the steps 
in the text below, there is a timetable at the beginning of this section that sets 
forth the steps in chronological order. The reader is  strongly urged to read both 
the text and the timetable to gain a full appreciation of how the various steps 
relate to one another. 

PAYMENT OF RETAINAGE:   Pursuant to M.G.L. Chapter 30, Section 39K, which 
governs payments to contractors on public construction jobs, if the Contractor 
submits an Application for Payment requesting full payment of the five percent 
(5%) retainage within 65 days from the date of substantial completion, or within 
65 days of the date the project is more than 99% complete, whichever occurs first. 

However, the LHA should continue to retain sufficient funds to cover: 

 The cost of completing any incomplete or unsatisfactory items of work; 

 The value of any demands for direct payment by subcontractors; and 

 Any anticipated demands for direct payment by subcontractors, as may 
be indicated by the contractor’s record of payments to the 
subcontractors. 

Before the LHA pays any or all of the retainage, the Designer needs to make an 
inspection. Often the project representative is no longer on the job. It is 
important that the LHA contract officer coordinate inspections with the Designer, 
so the Designer does not make wasted trips to the job site.

See M.G.L. c.30 §39R 

FINAL COMPLETION 
PROCEDURES 
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The latest date that this inspection should be made is approximately 45 days after 
the date of substantial completion. This allows enough time for the Designer and 
contractor to prepare the forms necessary for the contractor to be paid all or part 
of his retainage by the 65th day after substantial completion. These forms are 
described in detail later in this chapter and are all available on DHCD’s web site. 

Immediately after the Designer makes her 45-day inspection as described above, 
she needs to decide whether or not the job is complete in all respects. This 
decision is important because there are two paths leading to final project 
closeout. The Designer reviews the status of each of the following items before 
making this decision: 

 Punchlist items; 

 Non-conforming work discovered since the preparation of the punchlist; 

 Proposed Change Orders; 

 Subcontractor demands for direct payment from the LHA; 

 Claims against the LHA by the contractor; 

 Claims against the contractor by the LHA for late completion; 

 Complete set of record drawings; 

 Complete set of operating and/or maintenance manuals; 

 Adequate maintenance instruction; 

 Replacement/spare parts; and 

 Complete set of written warranties/guarantees. 

If all these items are complete, the Designer executes a Certificate of Final 
Completion. If any of these items are unresolved or incomplete, the Designer 
executes a Certificate for Partial Release of Retainage. 

DEMANDS FOR DIRECT PAYMENT BY SUBCONTRACTORS:  By statute, certain sub-
contractors may request payment directly from the LHA if the contractor fails to 
make a periodic payment to the subcontractor or fails to include in his Application 
for Payment an amount for labor and materials furnished by the subcontractor. 
This procedure, and the situation where it applies, is set forth in M.G.L. Chapter 30, 
§39F. You are strongly urged to read this statute in its entirety. 

RELEASE OF 
RETAINAGE 

 
 
  

See M.G.L. c.30 §39F 
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DAMAGES FOR LATE COMPLETION:  Sometimes the contractor will fail to complete 
the project within the time allowed by the Contract Documents. In those 
instances, the LHA often incurs added costs, such as payments for the Designer’s 
extended construction supervision, the salary of the project representative, and 
any lost rental income or subsidy costs. Rather than calculate all these costs, the 
Contract Documents provide for the LHA to deduct from monies otherwise due 
the Contractor an amount based on how late the Contractor completed the 
project. This amount is called liquidated damages, and the daily amount that is 
to be deducted is stated in the Contract Documents. 

Under the terms of the Contract for Financial Assistance between the LHA and the 
Commonwealth, the LHA is charged with the duty of monitoring the construction 
contract. Part of this duty entails seeking liquidated damages when appropriate. 
Therefore, the LHA should closely examine every instance where the contract is not 
completed on time and, after consulting with the DHCD construction advisor and the 
Designer, determine if liquidated damages should be assessed. 

DESIGNER PREPARES CERTIFICATE OF FINAL COMPLETION: If, after the 45-day inspection, 
the Designer concludes that all the items listed above have been satisfactorily 
completed or resolved, she prepares one copy of the Certificate of Final 
Completion. After the Designer has completed the top portion of the Certificate 
of Final Completion, she forwards the form to the Contractor. This can be done 
by email if it will expedite the process 

CONTRACTOR EXECUTES CERTIFICATE OF FINAL COMPLETION: The Contractor signs, dates 
and has notarized the middle portion of the Certificate. He also prepares the final 
Application for Payment. The Certificate of Final Completion and the Applications 
or Payment are then forwarded to the Designer. Emailing these documents is 
acceptable. 

DESIGNER APPROVES CERTIFICATE OF FINAL COMPLETION:  The Designer reviews the 
Certificate of Final Completion and final Application for Payment. If these 
documents are in order, she signs and dates of both documents and emails the 
same to the LHA. 

LHA VOTES TO APPROVE CERTIFICATE OF FINAL COMPLETION: The LHA contract officer 
should review the Certificate of Final Completion and the final Application for 
Payment received from the Designer. If there are any problems, the contract officer 
should contact the Designer immediately. If there are no problems, the contract 
officer should bring up the Certificate for a vote by the LHA board. After board 
approval, the contract officer should complete the lower portion of the Certificate 
and e-mail a copy of the Certificate and the final Application for Payment to the DHCD 
construction advisor. 

It is essential that the LHA board act quickly on the Certificate of Final Completion 
and the Application for Payment because of the statutory requirement that the 
Contractor be paid his retainage within 65 days from the date of substantial 
completion and because of the added statutory requirement that the Contractor be 
paid within 30 days from the date he delivers an Application for Payment to the 
Designer. 

This may require holding a special board meeting.

See Appendix C-30 for a 
copy of the Certificate of 

Final Completion 

 
All Appendix forms are 
available on the DHCD 

webpage 
www.mass.gov/hed/housing/p

h-mod/construction-
handbook-with-forms.html 
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DHCD REVIEW AND APPROVAL:  Upon receipt of the Certificate of Final Completion 
and Application for Payment, DHCD will check both for accuracy and completeness. 
If OK, the DHCD Director of Construction Management will sign both and email the 
approved Certificate and Application for Payment to the LHA for distribution to the 
Designer, the Contractor. The LHA may now pay the Contractor his final payment. 

DESIGNER PREPARES CERTIFICATE FOR PARTIAL RELEASE OF RETAINAGE: IF, after the 45 
day inspection, the Designer determines that there are unfinished items from the 
list described above or if there are other unresolved claims, the Designer does not 
prepare the Certificate of Final Completion and does not release all of the 
retainage. However, the 
Contractor is still entitled to receive a partial release of his retainage within the 
statutory 65 day time period described above in “Payment of Retainage.” 

Therefore, instead of preparing the Certificate of Final Completion, the Designer 
prepares the Certificate for Partial Release of Retainage and a monetized 
punchlist showing the claims and deficiencies at this time. This monetized 
punchlist supersedes the punch list prepared at the time of substantial 
completion. The Designer assigns a dollar value to each item on the list and then 
totals these amounts. After the Designer has completed the top portion of the 
Certificate for Partial Release of Retainage, she forwards the form, along with the 
monetized punch list, to the Contractor. Email is acceptable to expedite this 
process. 

CONTRACTOR EXECUTES CERTIFICATE FOR PARTIAL RELEASE OF RETAINAGE: The Contractor 
signs, dates and has notarized the middle portion of the Certificate. He also 
prepares an Application for Payment reflecting the reduction in retainage noted 
by the Designer in the top portion of the Certificate. The Certificate for Partial 
Release of Retainage, the monetized punchlist, and the Applications for Payment 
are then emailed to the Designer. 

DESIGNER APPROVES CERTIFICATE FOR PARTIAL RELEASE OF RETAINAGE: The Designer 
reviews the Certificate for Partial Release of Retainage and the Application for 
Payment. If these documents are in order, she signs and dates both documents 
and forwards the same to the LHA. Again, email is advised to expedite the 
process. 

LHA REVIEW, DHCD REVIEW, AND LHA PAYMENT:  The Certificate for Partial Release 
of Retainage and the Application for Payment are processed in the same manner 
as the Certificate of Final Completion. Follow the sequence of LHA approval, 
DHCD approval, and payment to the Contractor described previously. As with the 
Certificate of Final Completion, it is critical that the LHA board act quickly on the 
Certificate for Partial Release of Retainage, and accompanying Application for 
Payment in order to avoid having to pay the Contractor interest because he did 
not receive his payment in a timely fashion.

See Appendix C-29 for  
a copy of the Certificate for 
Partial Release of Retainage 

 
All Appendix forms are 
available on the DHCD 
webpage 
www.mass.gov/hed/housing/p
h-mod/construction-
handbook-with-forms.html 
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COMPLETION OF PUNCHLIST WORK: Immediately after the Certificate for Partial 
Release of Retainage is issued, the Contractor begins to complete or correct each 
item on the monetized punch list. When the Contractor has finished, the Designer 
again inspects the work. If all work has been satisfactorily completed and there 
are no unresolved claims, the Designer prepares five copies of the Certificate of 
Final Completion, which is processed as noted above. If the Contractor does not fix 
the items on the monetized punch list in a timely manner, the LHA may have the work 
done under a separate contract and back-charge the Contractor. To do this, the LHA 
needs prior written permission from DHCD. 

CONTRACTOR’S WARRANTY:  The Contractor and subcontractors must correct at 
their own expense any defective items or items not in conformance with the 
Contract Documents for one year from the date of substantial completion. 
During this period the LHA should promptly send written notice to the 
Contractor describing any items that need attention or replacement. If the 
Contractor or any subcontractors fail to do the corrective work or if the LHA finds 
that the same items are continually failing, the LHA should notify the Designer 
and the DHCD construction advisor. 

NINE MONTH INSPECTION:  Approximately nine months after the date of substantial 
completion, the Designer conducts an inspection of the entire project to discover 
any problems the Contractor is obligated to correct under the terms of the 
Contractor’s warranty. The Designer should be accompanied by the LHA executive 
director, the DHCD construction advisor, and the Contractor, if the Contractor 
chooses to attend. The LHA should also designate a maintenance person and 
someone from the service vendor, if applicable; to join the inspection group since 
these persons may be helpful in distinguishing warranty-related problems from 
maintenance problems and ordinary wear and tear. Additionally, the Designer 
may be able to offer useful maintenance suggestions. 

Immediately after the inspection is complete, the Designer prepares a formal list 
of all problems encountered during the inspection that are to be corrected by the 
Contractor. To give the Contractor adequate time to respond to this list, the 
Designer mails it, return receipt requested, to the Contractor within two weeks of 
the inspection. Failure to notify the Contractor promptly may result in the LHA 
having to spend money and time to correct problems that are the Contractor’s 
responsibility. This, in turn, may cause the LHA to seek reimbursement from the 
Designer. 

The Designer also sends copies of this list to the LHA executive director, and the 
DHCD construction advisor. 

When the Contractor receives the list of non-conforming warranty items, he 
should immediately proceed to correct them. If some of the items require the 
work of subcontractors, it is the responsibility of the Contractor to contact the 
subcontractors and to see that their work is done correctly. 

One month after the completion of the inspection the Designer should contact 
the Contractor for a report on the progress of the work and to schedule a re-
inspection. In the event the Contractor fails to satisfactorily perform the warranty 
work identified by the Designer, the LHA should notify the DHCD construction 
advisor immediately.
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MANUFACTURERS’ GUARANTEES: The Contractor must deliver any manufacturers’ 
guarantees or warranties to the Designer before final payment to the Contractor 
can be made. Failure by the Contractor to deliver a required guarantee or 
warranty constitutes a failure to fully complete the work in accordance with the 
Contract Documents. The Designer will include any outstanding guarantees on 
the punch list. 

Problems that occur more than one year after substantial completion should be 
investigated to see if they are covered by manufacturer’s guarantees. The LHA 
should include in its maintenance plan scheduled inspections of all guaranteed 
items well before the guarantee expires. To help keep track of items under 
guarantee, DHCD suggests that the LHA create a project master list of all 
guaranteed items. 

If the LHA has recurring problems with any item covered by a manufacturer’s 
guarantee, the LHA contract officer should consult with the Designer, notify the 
DHCD construction advisor, and contact the actual guarantor. As is the case with 
the Contractor’s warranty, it is essential that guarantee problems be reported in 
a timely manner. Otherwise, the LHA may have to spend money to fix problems 
that are a manufacturer’s responsibility. Failure of a manufacturer to honor a 
guarantee should be reported promptly to the DHCD construction advisor so that 
this information can be incorporated into the DHCD Design Guidelines and 
Construction Standards. 

FAILURES IN DESIGN, MATERIALS, OR WORKMANSHIP:  You may find that the building, 
its components, or its equipment are not performing as anticipated. In the course 
of routine maintenance and inspection you may note problems that require 
maintenance beyond that addressed in the maintenance plan. Either situation 
may mean a failure in design, materials, or workmanship requiring special effort 
to resolve. 

If you believe you have such a problem, contact the DHCD construction advisor 
immediately. He informs DHCD staff who will assist in the investigation and 
resolution of the problem. Successful resolution of such problems requires 
planned, coordinated inspection and analysis of the building or equipment. The 
Designer, the Contractor, and manufacturers may all need to be involved. 

Note: Do not use consultants to investigate problems unless you have obtained 
prior written approval from DHCD. DHCD cannot pay for consultants engaged 
in such investigations without its prior written approval. 
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